
Mark Item Missing

1.  Click the Item Status Wizard. Scan, paste, or type an item ID in the Enter an Item ID field 
and click Find Item. If you do not have the item ID to scan, click Find Item to display the 
Identify Title window for a title search.

2.  Click the Missing button to mark the item missing.  Note that the Current Location is 
ONSHELF.  
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3.  A verification box appears.  Click the No button to cancel the process; click the Yes button 
to continue to mark the item missing.  Click the Next Copy button to exit the wizard.
 

 

4.  If you attempt to mark an item missing that is on loan, an override box appears.  Never 
use an override to mark an item missing.  Only items that are available (on the shelf) are 
eligible for being marked missing.
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